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Chief, FI DATE: 21 July 1953
Chief, General Services Office

Records Survey of Records Intepsration Staff and Western Hemisphere
Division

1. There is forwarded herewith ten (10) copies of the

Records Survey conducted by a survey team consisting of[ |
Chiefy Records Management and Distribution Branch, and

| Chief, Records Services Division, General

Services Office.

2, As you are aware, this survey was conducted with some
restrictions as to the examination of certain types of communica-
tions and review of actual file material. It is not believed,
however, that these restrictions have in any way deterred the
over-all concept of the survey with respect to an adequate
records program for the DD/P. Our recommendations are sincere
and objective., The savings are estimates onlv and may increase
or decrease as experience indicates in accomplishing each installa-
tion, should the recommendations be adopted. Qualified representa-
tives of the General Services Office will be available to discuss
the findings and recommendations with you or your staff at your
convenience,

3. To assist you in an evaluation of the findings and recommen-
dations of the survey, it is recommended that you forward copies
of the survey to each area division and staff activity under DD/P
for review and comment. I believe that the results would be
beneficial in connection with the evaluation of the survey itself
and also of valuable assistance in determining the future direc-~
tion of the records prosram and the rerquirements of the various
DD/P activities,

e T want to €xpress my pers~nal gratitude for the splendid
cooperation which yon and the personnel of the Western Hemisphere
Division pave in assistineg us in the completion of this survey.

25X1

25X1

- SEGRET

Security Information

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2



Approved For Release 2009/01/16 : CIA-RDP70-00211R0008003
; - 50048-2
SECKEL

Security Informatioft

RECORDS MANAGEMENT SURVEY OF
RECORDS INTEGRATION STAFF AND THE
WESTERN HEMISPHFRE DIVISION,

FOREIGN INTELLIGENCE .

Prepared by
Records Management and
Distribution Branch
General Services Office
July 1953

SECRET

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2



ld o’ oY il
Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2
M Infore:.

TABLE OF CONTENTS
Page
SUMURY .

----- Pararararer e XA R EN IR I I I NN R R A I LI A A A ii

SECTION I - AUTHORITY FOR THE SURVEY AND THE OBJECTIVES OF
THE SURVI‘:Y FREE R NI A A B Y B R B AN B B AN L AR B B B 2L L AL 2N 28 4 . 1

SECTION II - FUKCTIONS, PROCEDURES, ORGANIZATION AND
PERS‘)OI&:EL TR RN EEE RN N R IENEIRE NN R RN 2

SECTION III - FINDINGS AND RECOMUENDATIONS svvsesevossvacs 28
Location Of Records.""....‘.."..’gl..‘.;.. 28
Subject Classification of Reports......eesese 37

Consolidation Does Not Adeguately Meet
Reference Requirements of Operations........ 41

Operational and Administrative Records Are
Not Maintained Under Uniform I"fling System,. 44

There is No Official File Station in The
Western Hemisphere Division.......ceoeveeves 4D

Pouches of IMeld Documents Are Not Delivered
Prdmptlyﬂl..‘iil...‘.'.Oll.'t'..i.Oll"..l.’ 49

The Records of The 0fflce of Strateglc
Servj-ces.tl....l.l'l.l...‘ll"l.'...l'."... 51

Summary Memoranda PreparatioN....ccescessess 93
Mechanical Methods Expedite File References, 54
Application And Use of Punched Card Methods, 55

Records lanagement Program TFor Deputy
Director (Plans).O'.l’..‘."‘."h.”".‘.". 56

Use of Punched Card Methods by RI.ieeesensas 61

Proposed Flow of Field Reports and Communi-
cations From Field Stations to Headguarters
Offices..'..'..."..lO."..'l."."'..’l..'. 62

Records Accmulations.l..‘..."l......‘...'. 63
SECTION IV - DMPLIEMENTATION OF RECOMMENDATIONS...ee0eec0.00 66
i

SECRE!

Baiomsetor Infaren =it
Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2



Approved For Release 2009/01/16 : CIA RDP70-00211R000800350048-2

oLuR
Senurlty lnformatlon

STIMMARY

I. COFWNFRAL

The common demeninator of a Records Managemsnt Prorram is the stardsrdization
Af methods and procedurss. Basie tn the success of a records preorram is the
orsanizational concept required for the efficient manarement of recerds. To he
truly successful in carryine out the proersm a "hlueprint" for it must bhe nrepared
in advance in order to avoid dirression in the estahlishment of useleses ard
inefficient proceduras and recerds, For many years, the trerd has been toward
the centralization of records hecause it was felt that the establishment and
observance of standards and actual accomplishment of fthe Aisposition of inactive
records cculd hest he realized hy this means, However, results have row proved
that this ccncept bad many shortcomines which ultimately defrated rather tran
served an efficient proeram. These included duplication of ceptral records hy
operating offices, incorrect indexine and claseification of Tile by “iling
personrel forecasting nretahle reference use, incenvenient locaticn of files for
daily nue~, gericus delays in processinge Jncnwwng ~nd outeoing material, delays
in respordirg to reauests for raference material, inability of.the ceontrol facility
to aickly locate znd obtein reference material for users in other activities,
failure of oneratinp offiece to return files within a reescnshle time, the remcval
of partinent papers frem the files, snd many other probleme too numerons to
mention.

Recause of these factors the theory of centralized files has deteriorated ard
now the trerd is in the direction of decentralized procescine and filing with
er~ntralized centrol on a staff basic, The staff standardizes the syrtems and
procedures, =nd directs, supervises, and surveys compligrce with the prescribed
standards.

Tn ad4ition, rapid crowth and ircrease ir volume (1407 increase from 1950
to 10E2 in RT) will elways lead te the Aecentralized methed of operation. The
facts found in this survey, and the careful ccnsideration of the problem has
1ed us te the same cenclusien, snd Aecentralized files with centrealized centrol
serves as the foundation of the recommendations of this report,

TT . TWTYTNNS

The importance and value of the Centrnl Index has, apparently, over the past
few years led to the expansion of RT and the addition of functicns to that Staff
from time to time as individual »reblems arose, Indoubtedly, the planning of
certain control and other centralized functions temporarily solved the prcoblem
when the orearization was small, compact, and when to say the least it was
difficult to cenceive of the volume and scope of DN'/P onerations, and therefore
diffienlt to anticipate, comprehend and forssee the complexity of the gvertual
records problem, DPriefly, the findings of the survey teoam were: ,

k. TInreasonable dalay in delivering incemine vouch material to area divisions,
(Com Pape 10,)
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B, The processing of incoming and outgoing documents By RY is ignored by
area divisions and the filing preclassification of documents is not
followed by area divisions, (See Page 37, paragraph a.)

C. That the reference service of RI is inadequate and cannot be made }i}
adequate under the present system. (See Papes 38 and 39.) -

D. That there is a lack of uniformity within PN/P of procedures for indexing,
filing, and maintaining of records, and therefore nprop" rocords of
miscellaneous varieties have been established. (See Pape 37, paragraph a.

and Page Lh.)

FE. That consolidation in RT of information on a given personality or sub ject
matter is delayed for long periods thereby necessitating unreasonable
delays in collecting data for reference purposes. (See Page L1.)

F, That the records personnel and activity is centralized in RTY, although
a substantial portion of the records are in WH and the same is probhably
true in other area divisions and staffs.

¢, That there is no apparent ef fort to control the creation of records.

H., That there is no standard nor procedure for the disposition of records.

T. That reference material withdrawn from RT is frequently retained by
the operating divisions for extended periods.

J. That 0SS records have bren withdrawn from RI and no concerted effort
is being made to recall or maintain them,

K. That there are needless delays in nreparing summary memoranda in reply

to requests for name check information.

L. BRriefly it may be said that the present record keeping methods will
eventually lead to an unmanareable problem with definite limitations on the
use and therefore value Qf accumulated records,

RECOMMENDAT TONS

In order to establish and operate a successful records management program

within the DN/P area it is reccmmended that the following action be taken:

A. Abolish the existing RI Staff.

B. Tstablish a Records Services Staff ( Pmployees) under the CA/DD/P to 25X1
prescribe and maintain uniform systems within DD/P in Washington and in

the field, for the creation, maintenance and disposition of records; to

study existing "prop" records, and standardize on the most useful and

effective types; to determine those records which can be better maintained

by the use of electric accounting machine technigue; to select, train

and ascign records personnel to area divisions and staffs under DD/P as

well as field stations; and to conduct periodic records surveys; and to

111
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sﬁpérvise the followinr activitics:

“ 1., to maintain
the central index facility, censistineg of:

(a) Anp alphabeticaliindex £i1p of personalities and enbjiect matter
on SxP inch eards, centaining summariea of Field Reports.

Fi ) _ ‘
{b) & file of all Fiold Reports maintoired in numerical ceguernce ’
- by field station.
] !
(¢) A complete cet of disseminated reports P11led numerically by
Aigesmiration mumber, and cross referenced to Field Reporte.
(Note: #n administrative remiiztion shonld be estahlished that
files may not be removed from thie facilitv, in order that -
reference material is constantly availables )
4
2. to 25X1
A3 =tribute repulaticns and holices to NN/P activities,
25X1 )
3. to pick up
and Asliver mail bebtivrer “taff npA Aivieion rogictries {(file station).
25X1
; L. ) “o perform
t
| Antiss in connection with the admiristration ard control of code
} Aesipnations in CTA, including neendonyms, a2liascs, cryphenyms, and
‘ speeial indicators.
k : |
‘ ¢, Tstablish rerictries (file atations) for rach staff and area Aivision ‘
| under DD/P,  Area division reristries (approximately employees for Wi 25X1
2?X1 and for each of the other ¢ ares Ajvisions) will:
|
| 4
% 1. Copntrol and oprocess ineeming and outeoing vouches. !
H L3 13 » . L3
| v 5, Main*ajn the followins files:
' ' 1
(a) A sisned copy of rach pouch manifest. !
{h) & cony of aneraticnal reports =nd recerds.
: . ' i
(¢) Tield Reports filed nunsrically hy field station, ‘
o . )
. ' : ) !
; (¢) Administrative rccords, i
| . (s) rable file - ]
. . {f) A CF file on 5xf cards centaining information summarized from
P ; Field Reports. i
ﬁ {r) Top Secret and indicator Accuments file. 1
‘ . | “"_ . ! . i %
i3 Prepare ‘duplicate conies of C7 cavds (8ee parasraph C-2-(f) ahove.)
v for the Centrrl Index Section.,
DRSS P ; .
H SARAT ,i‘ : /'!
| ; - : iv
i ¥ . p . . |
: ! il i - 4
o o Y| SECRET
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i, Prepare replys to requeste for CF irnfermatior,
5, Maintain 7ital Mzterials Program,
£. Dispose of inactive material to the CTIA Reccrds Center,

7. Internal dictribution of mail.

N, That subject to survey ~f the requiremertc of staff activities, that
staff resistries (f£ile staticns) (average nf[::}mnloyens each) he establiched
for P¥, FT, PPY, TS8, ard TP/tAnin. (Aoproximately | |employees - total)

to:
1, MYairtain sneh files as are required to be mainteined to be Jater
determined hy survey »rd study.
2. Teo act as liairon *o the Central Index Scction.
3, Te maintain the 7ital Materiale,
). Te Aistribute mail irternallv.

5. To Aispose of inactive files to the OTA Records Center.

F. Transfer the resnonsibility for mairtaining the 08S 4rchival material
to the Records Manasement and Distribution Branch, Hecords Services Ujvision,
General Services Office.

F. Investipate the possible use of a secnre teleantopraph or teletype
circuit for rapid and secure transmission hetween the nropoced registries
and the Central Index Section,

0, The above recommendations represent justifiable duplication as the
utilization of records is on an area and a rlobal basis. Te eliminate one
in favor of the other weuld pive rise to those conditiens which exist today.
However, according to the ceoncents recommended all of the actual processing,
except duplicate Filinr,would be d-pe in the ares division regigtriecs.

THPIEVTITATTON OF RTCOMEIMATTONE

If the shove recommendations nre adopted, it is recommended that:

A, A trial installation he made in " Division.,

B, That after completiecrn of (A) above, installation he made in a staff
activity,

C, That thereafter a schedule he established for installation in divisions

. and staffs,

D. Personnel of N80 will assist in each installation as renuired,

v
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Z A oog U : U n’fOTm
v. V’STTM,*T‘W SAVTY rs sec\mw \_,
. it‘iS.Pstiméted that the followine oerconnel will be reanired to implement
the recommendaticns made herein: |
3 WH Division ' 25X1
: Other frea Divisions - Tctal
25X1
Staff Activities
Records Servicee Staff
Total
Present RI Ceiling _ posqt?ons
Required for this plan nositions
Difference pocitions »
25X1 The above represents a savine of  [positions at an estimated avorare
25X1 salary of|  Jper emnloyec er 2 total of *C29,100,
It mus* be emphasized that these savines are rstimetes only, and are gubject
to review and andit after the installation has been completed, Cther savings
will be realized threush avoidine the purchase of equipment and man hours
saved under the proposed new system, However, all savines can ne only
ascourately determined after the instellation is complete.
| |
|
| 3
| i
1 A‘
| I
' !
!
|
&

vi
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SECTION I - AUTHORITY FOR THE SURVEY AND THE OBJECTIVES
OF THE SIRVEY

1. Authority. At a meeting on 9 September 1952 conducted jointly
25X1 | Fxecutive. Secretariat, DD/P and [:::::::%%1 &
25X1 Chief, General Services Office, it was mutually apreed E
- that & team of General Services personncl would examine present :
ID/P Registry procedures and make rocomsendations as appropriate
_ for the improvement of procedural efficiency and service. A subge-
25X1 quent agreement with | Chief, Foreign Intelligence,
- roadened the amcope of this assignment to inclide gimllar exmmination
in the activities of the Western Hemisphere Division, ' i

2. Objectiveg. The Rycords lanapement survey team from the General Serv-
ices Office was generally guided by the original authority as stated above.
However, with the addition of the Jestern Hemisphere Division to the survey,
there was a broadening of objectives to include the evaluation of other
records management techniques. This included an examination into the use
and location of records and records facilities and, to some extent, a
preliminary evaluation of records created and collected by the Western
Hemisphere Division., As a consequence the primsry objective was concerned
with the overall records manapement program.

3. Adtivitiss. The activities of the survey team included,the followinz:

a. Review of Iecords Interration Staff procedures;

b. Review of WHD mail and records procedures;

¢. HRHeview of gelected documents maintalned in the RI file room;

d. Review of selected documents mainteined in WHD;

‘e. The taking of an inventory of the records accumvulation in WiD
(an inventory of WID records maintained in RI was furnished
the gurvey team by the Chief, RI);

T Conferences and discussions with Division and RI peraonnel.

SECRET
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SECTION II = FUNCTIONS, PROCEDURES, ORGANIZATTON
AND PERSONNEL '

1. BRecords Integration Staff

Funetions
a. Provide Pacilities for the centralized processing, collation,
jntegration, maintenance, and operational gervicing of all
reports, correspondence, communications and information pro-
dueed or received by the DD/T offices.

b. Reeeive and dispatch all reports, eorrespondence, communicétians
(except those transmitted electrically), and information, as
well as other types of materials for the offices under the DD/T.

e. Receive and dispetch 811 incoming and outgoing pouch mail for
entire CIA.

d. Establish and operate required analytical and processinz pro-
cedures.

e. Develop and maintain CIA cryptic reference system.
f. Maintain the DD/P Top Secret accounting system.
g. Haintain and operato a central registry.

h., Prepare summary memorandum replies to name check'requests re-
ceived from other CIA office and government agencles.

vi. Administer the CTA vital documents and records msnagement pro-
grams within the DD/P organization.

j. Train headquarters and field personnel in RI records techniques
and procedures.

Orpanization and Personnel

There follows on Page5a chart ehowing the organizational structure,
the digtribution of persomnel by sections, and the classification grades.

Procedures -

The general procedures for processing documents throughout the varlous
organizational units of the Records and Integration Staff are shown en the flow

charts on Pages -~ 6-11

SECRET
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Proce<31 res pertinent to each orsani zattenal nit of I are shown with
statement of the functions of tle respective orsanization ‘o which they
pertain, besinninrs on Tage 4,

Pergonnel
e'Lffumbsax' of Positions, Office of Chiefg : 25X1

-3~
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P'unctigns

a, Administer and control the initial issuance of all code desig-
nations in CIA,

b, Develop pseudonyms, aliases, cryptoryms, digraphs, and special -
indicators used by agents and staff persommel for the divisions
and gtaff offices of CIA,

c, Assign pseudonyms, aliases, non-sensitive cryptonyms and special
indicators to CIA offices,

d. Maintain central cryptic reference records.

e, Coordinate non-gensitive cryptic referénce files in other offices
and foreign divisions with those of RI,

f. GCoordinate all symbols used by DD/P staffs and divisions for
correspondence numbering and recording systems,

g. Enforce all CIA and DD/P cryptic reference regulations and report
infractions to proper authorities,

Procedures

a, The cryptic reference file consists of approximately 35,000 cards
and is maintained in the following manner:

1, Blue cards indicating real names of individuals, organiz-
ations, and projects.,

2, White cards indicating aliases, pseudonyms or cryptonyms,

3. Salmon card when true identity is not known in Cryptic

Refer)ence Staff (only alias, cryptonym or pseudomym is
known),

b, Cards of identity are not maintained on highly semsitive or covert
operations, agents and contacts, In such cases, the cards of iden-
' tity are maintained in the interested foreign division, For the
p§ose of controlling these exceptions, the ] 25X1

25X1 agsigns digraphs to the various operational segments, The

raphs must always become a prefix to the code word used by the
division,

¢, This card file is also maintained by the Signal Center., It is under-
stood that this file is complete in all detail,

Persomel

. - SeCRET 25X1
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RECORDS INTEGRATION STAFF
A FLOW CHART OF INCOMING DOCUMENTS

CHART .

" Icaror 4y

or,
2 HEADOY 47 TER  SENSIT1e
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3, | | 25X1

Functions

a. Keep a record of the distribution of all documemts for circulation
in the ID/P complex. .

b, Receive and initially route all domestic material.
c. Dispatch all domestic material.
d., Provide messenger service,

Procedures

a., With few exceptions (Top Secret and specifically addressed communi~
cations) this section opens, indicates initial routing, prepares
cover sheets and assigns serial numbers to all domestic material

. for circulation and action in the DD/P complex. Logs are main-
tained for the serialization of documents and reflect the source
of the material, i.,e., documents received from the Department of
State are assigned serial numbers preceded by the symbol DST;
those from the Federal Bureau of Investigation are assigned the
symbol DFB, etc,

b, The record of the distribution of all material, domestic and pouch,

is exercised through the use of the seventh copy of Porm 35-31, .
Abstract File Slip. The classification code and field symbol is
placed on this form by instruction from the| | In 25X1

“addition, the initial designation is indicated on the body of the

form and is filed alphabetically by field station or source symbol,
numerically thereunder. If additional routing is determined neces-

sary by the various geographical and functional divisions, it is so

indicated and returned to the for cone 25X1
trol purposes and to be dispatched to the additional indicated re-

cipients, By consulting this file of control cards, it is possible

to locate any document in circulation after its receipt in RI and

prior to its delivery in the file room, When the material is re-

turned for filing, the control card is destroyed,

c. Domestic material leaving the office is handled by this section.
Courier receipts are prepared by the office originating the material;
25X1 the is responsible for its safe delivery
to the CIA courier for delivery to the appropriate agency. The
material is checked for attachments, security considerations, etc,

Personnel
Numbers of Positions, Receipt and Delivery Section| | 25X1

SECRET
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Functions

The|

is responsible for the receipt and dis-

patch of all pouch material between headquarters and the field.

Procedures

a, -

b.

ao

Co

Receipt
The pouch is opened upon receipt and its contents checked against
an accompanying manifest, If all items listed are accounted for,
a copy of the manifest is signed, dated and returned to the field
station, A second copy is maintained in this section and the third
copy is attached to the material covered and sent to the Analysis
Scction,

Top Secret documents, indicator material, Kapok and other material

for special handling is removed from the pouch prior to itrans-

mttal to the | Top Secret documents are delivered

unopened to the |Kapok and other specials 25X1
are delivered without normal processing to the addressee,

Dispatch
In carrying out this fmrxcﬁE o, two logs are maintained: (1) con-
secutively assirned serial numbers for identifying individual
items in a pouch, and (2) consecutively assigned serial numbers for
identifying pouches. Divisions are assigned serial numbers for iden-
tifying specific documents as reguired and as needed, Control,is
exercised by this section,

In addition %o the mechanical preparation of material for dispatch,
some editing is performed. This process generally involves the
assurance that security requirements have been properly adhered to
and that the number of copies and attachments are as specified.

The requirement that pouch manifests be signed and returned is-
strictly enforced. In the event that a signed manifest is not re-
turned promptly, the interested division is notified of the apparent
delay and follow-up action is taken.

Personnel

Number of Positlons, 25X1

=13~
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S, 25X1

Fanc tioﬁs

This section provides for centralized review and initial processing
of all reports, correspondence, communications and information produced

or received by the DD/P organization.

PPocedures

R ]

a, Except for material that is labeled for special handling, docu-
ments are completely processed prior to delivery to action desks,
which action provides for the preclassification of incoming ma-
terial.

bo The classification plan is basically geographic-numerical in that
all subject matter is segregated by geographic areas and that
numbers are used to represent swject matter categories within the
various areas. Also, names of individuals may be the subject of
reports and other documents. In this event, a number is used to
represent the subject rather than the direct use of the name.

ce The case book furnished each analyst is divided in the following
manner:

1. A 1ist of world countries with their numerical repre-
sentatives, which constitutes the primary category for
coding documents,

2, A list of eight broad categories with their .
numerical representatives, which constitutes the second-

ary category.

3o A listing of files in use that fall into any one of the
eight categories listed in (2) and rules for opening new
files in these breakdowns; their numerical representatives
constitute the tertiary category and are referred to as
case files,

L. Finally, documents placed in a file are given a serial
number, which number is used in servicing operations,

d. Using the procedure described above a document processed in RI would
be coded in the following mammer:

| 10/ 1 [o]2s

e SECRET
Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2



Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2

SL\UKLI
Security Information
25X1
25X1 The number| represents the country[  [the number | |repre- 25X1
: sents the broad category "Communist and/or Soviet Activities;

25X1 the nurber | [represents the designa file "Comunist Ac-
tivities in the Federal District of which is one of many 25X1

25X1 case files; and the number| |represents tne serial number of a

specific document in a specific case file,

e, In coding documents preparatory to their placement in the files,
the analyst studies the document to determine its subject matter
content and Parther determines the most appropriate case files in
which the document should be placed. Codes are placed on the docu-
ments in accordance with this determination., Following this pro-
cess, the varions finding aids are indicated through the use of
colored pencils and generally constitute cross-references and in-
dex cards that are filed in the Master Index. Pertinent descrip-
tive detail of documents is also marked and is used in preparing
the Abstract File Slips (Form 35-31).

f. The placement of papers in the personality (201) files involves
the assignment of a number for each such dossier prepared. For
this purpose, the analyst maintains a list or log of numbers pre-
viously used and each new dossier receives the next consecutive
number, An index card is placed in the Master Index for reference

Purposes,

g. Cover sheets are prepared in this section. On this paper is
placed the routing, the title of the document and its code.

he In carrying out the classification function, the analysts are
assigned to specific geographical divisions and process only ma-
terial specific to that division. Analysts are.constantly in con-
tact with their area desks and, without this guidance, the classi-
fication and indexing of documents would be extremely difficult.

Persormel

25X1 Yumber of Positloms,
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- Funetlong.

Serialization completes the technleal phase of preclassification and
is performed in this seetion. This section receives In and out documents
from the Analysis Section and assigns symbols end serial numbers to docu-
ments., Reeceives and processes copies of disseminations and keeps & numer-
ical log of them. ‘

Procedureg

a. The file of Abstract File Slips, Form 35-31, is maintained here
and is used to determine the number of items previously serial-
1zed, When a document is processed, the next unused number is
assigned,

b. Two files of Abstract File Slips are maintained. One is arranged
alphabetically by sourece symbol and numerieally thereunder; the
other is arranged by RI code.

Pergonnel

Number of Fasitions,
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functiong

This section 1s responsible for preparing all finding aids indicated
by the analysts.

Procedureg

=g, TPypists are orvanized on a geographical division basis for the
performance of this task.

b. The Abstract File Slip, Form 35-31, is prepared here and is dis-
tributed as follows:

1. The first and second copies are sent to the Numbering
Section,

2, Four copies are attached to the document when Porwarded
to the area divisions.

3, The seventh copy is sent to the Recelpt and Delivery
Section,

¢. OCross-references and name index cards are also prepared in this
section, Cross-references are sent to the file room; name index

cards are sent to thel | and 25X1
the documents are sent to the appropriate division with Form 35-31
attached,

Peprsonnel

25X1

Number of Positions,
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functiong

It is the function of this section to maintain and service the follow-
ing tyves of documents physlcally located in RI:

a, Subject Matter Files (Country) - This file generally consists of
correspondence, field reports, CS reports and related and support-
ing documents. It is arranged in accordance with the basic geo-
graphic-numeric-gerialization plan in use in RI. '

b. International Files (200 Series) - This material is the same as
the sbove except that it is international in scope and is used to
maintain papers in this category that are not specific to any one
country.

¢, 201 Files - This file consgists of field reports, CSDB reports, re-
lated and supporting documents which pertain to personalities in
which the office has some particular interest, and retired agent
files., The material is filed in individual dossiers which are
consecutively mumbered.,

d. General (100 Series) - This file consists of correspondence and re-
lated papers dealing with, or originating in the United States.

P adure

a. General Handling of Material - When record material is received in
the file room, it is checked to assure that it is completely proc-
essed. If further processing has been indicated by operetions,
the material is forwarded to the appropriate section in RI. MA-
terial ready for filing is placed in a pending file. This activity
organizes the material in numerical order and facilitates placement.

b, Servicing RI Docunents - To request and obtaln a document from RI
files, 1t is necessary to know the file mmber of the document re-
guested, It may be obtained by the following methods:

1., Searching the Abstract File Cards maintained in the Number-
ing Section.

2. Searching the Master Index to obbtain the key to nerson-
alities and subject flles.

3. Searching the cards maintained in the Receipt and Delivery
gection if the material is still in circulation,

¢. Charge-Out System - This system involves the use of the legal size

18- SECRET
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card of pasteboard stock equipped with a small pocket. In this

pocket is inserted a duplicate copy of a charge-out form, This
combination replaces the document removed from the files. The
original copy of the charge-out form is filed at the charce desk.

Both are cleared upon the return of a document,

Pergonnel

25X1 Number of Positions,
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9.

Functlions

It i the function of this section to reprocess documents, and in such
a manner that more adequately meets the needs of operating officials, i.e.
change the clagsification from a subject category to a personality (201)
category. Requests for such actions are generally initisted by the foreign
divisions and is performed after action has been taken on documents and are
roady for £iling or have heen filed,

Progedures

a. Any change or alteration in classification involves the re-doing or
modifying of the tasks performed by the Analysis, Numbering and
Typing Sections., Specifically, a change in the classifieation of
a document involves the following:

1. Aetually changing the code of each page of the document on
which it was placed in the first instance.

2. Replace or modify the two Abstract File Slips held in the
Numbering Section and prepare a new Abstract File Slip
(201).

3, Change all name index cards placed in the Haster Index,

4. GChange all cross-references and other,finding aids,

b. Reprocessing invelves two specific categories:

1. Retired Agent Files — This material was originally classi-
fied as "operational® and appropriately coded in this

category. The entire category 1s processed on a restricted

besis in RI because of its sensitive nature, As sensitive
projects and/or agents become inactive or less sensitive,

the documents are forwarded to RI by the foreign division

for complete processing, |

2. Consolidation of Material and References on Personalities

that are of Particular Interest to the Office - This action
involves searching the Master Index to determine all refeér-

enees, withdraw the referenced documents and reprocess
them., In some cases, entire documents are placed in the
newly prepared dossier, In other cases, duplicate copies
are made, In still other cases, the pertinent information
ig extracted or simple reference made to a document.

Pergonnel

Number of Fositions,| |
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25X1

' Functiong

It is the function of this section to maintain and gervice the Magter
Name Index., It is also responsible for preparing replies to requests for
neme check information,

- Erocedures

a. The Master Index consists of 3 x 5 cards arranged alphabetically
by subject, individual, and organization. This index provides
reference to record material processed by RI, Cards are actusll
25X1 prepared by the upon ingtructions from th{:::::::fi:] 25X1
25X1 [ lor by the typists in the| |upon in- 25X1
struetion from thogse analysts.

b. The preparation of correspondence is an auxiliary operation to the
primary function of RI, Requests for information on personalities
originate in the Inspection and Security Office/CIA, Department of

25X1 Federal Bureau of Investigation,

and other Federal departments., The oper-

ation involves searching the Magter Index for references, the re-
moval of the referenced documents from the files, and the prepar-
ation of memoranda giving the pertinent information econtained in
the documente. Generally, only derogatory information is requested
and furnished; the Offlce of Inspection and Security, however, re-
quests and 1s furnished complete biographical information. Memor—
anda prepared are reviewed by foreign divisions which involves
minor editing and to guard against the inelusion of semsitive in-
formation and sources.

Pergonnel
Number of Positions,

25X1
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. 11, 25X1

This seotion is responsible for processing and maintaining Top Secret
docunents for the DD/P, ,

Erocedures

a, Materlal is légged and handled in conformance with CIA security
regulations,

b. The analysis, numbering, and filing of documents is performed in
essentially the same manner as they are performed in thoge respec-—
tive sections,

¢. Name index cards are prepared and filed in the Master Index.

d. Abstract File Slips are prepared and filed in the| \ 25X1
and cross-reference forms are prepared and placed in the appropri-
ate file indicating that the material is held by the| | 25X1
25X I
Personne
Humber of Positions,‘ 25X1

-22-  SECRET

Security Informationt

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800350048-2



25X1

25X1

a

Approved For Release 2009/01/16 : CIA-RDP70-00211 R000800350048-2
SECREL

Security Information .

12, | 25X1

Functions

It 1s the responsibility of this section to maintain and service
record material in its custody. Generally, this material was created or
collected by the Office of Strategic Services and consists of some of the
records of the business offices of that predecessor agency, some field
station files and, to a lesser extent, some substantive records.

Proeceduras

a, The material is catalogued, serislized and name index cards pre-
pared upon receipt. The principle user of this material is the

| 'of RI in the performance of
the name check functlon, '

b. There is an estimated 5,000 cu. ft. (16,500 Archives boxes) of
records currently maintained by the section,

Peraonnel

Number of Positions, |
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5. |

Functions

It 1s the responsibility of this section to reduce to film all paper
records which come under the criteria of the CIA Vital Documents and Records
Management Program.

Procedures

It is the responsibility of the various segments of the Clandestine
Services to determine records and materlals that are vital to their operations;
the actuml processing of the material iz accomplished by the |

Vital materials are generally received from division files, promptly
processed, and then returned to the appropriate division,

Personnel

Number of Positions,

SECRET
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16. 25X1

" FPunctions

This section is responsible for the initial and supplemental distri-
bution of all PD/P and CIA regulations, notices and other issuances within
Clandestine Services.

The Publications Control Officer, DD/P-Admin. furnishes a check list
to thie section for the distribution of all published material.

Personnel

Number of Positions 25X1
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17. Western Hemisphere Division

Functions

&,

Co

This division is responsible for administering the foreign intelli-
gence function in the Western Hemisphere of the world. Placed at
strategic points in the area are field stations continuously ex-
ploiting covert sources for information of an economic, political,
military and scientific nature and personalities associated with

these subjects, This information is transmitted to headquarters

in field reports, * These reports are rewritien at the division level
snd disseminated to other segments of the CIA and to other agencies
of the Federal Government,

The information contained in these reports that pertains to person-
alities is of extreme value to the division and other segments of
Clandestine Services in carrying out their functional sctivities,

It is used extensively for evaluating personnel that have potential
or real value In the collection effort; it is used extensively in
planning and mounting operations; and it is used in counter-espionage
activities, In addition, it is used to prepare summary memoranda

in reply to requests for name checks from other segments of CIA

and other Federal Arenciles,

Because it is necessary to employ people to collect this information,
to put it in the hands of appropriate users and to safeguard it;
because it is necessary to furnish these people with facilities,
supplies and working space and because these people have to be com-
pensated for their services, there 1s created as a result of this
collection effort, different types of papers., These papers gener-
ally may be classified a8 administrative in character.: They are
speclfic to the Western Hemisphere Division and are of little or

no value to other segments of Clandestine Services,

Another type of paper record is created as a result of this collect-
ion effort that is generally referred to as being operational in
character., The line of demarcation between these papers and adminis-
trative papers 18 not clear eut. They do, however, reflect the
plans, actions and results of the collection effort and CE and PP
activities in addition to documenting the activities of individual
agents and/or projects. Their use in carrying out current oper-
ations is almost totally confined to the Western Hemisphere Divis-
ion; there is only a minor degree of use of some of these papers

by other divisions and staff offices,

26 ;E(}QFT
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Organization

The organization of the division consists of four operating branches
which correspond to various geographical arsas in the Western Hemisphera,
end an administration and loslstics staff.

Procedureg

6. Aside from the mail room, there is no organized records focility
in the division., The mail operation consists of two people  with
facilities for handline "in and out" communications. The /bstract
#ile Slips constitvte a log of inecoming pouch documents. The
pouch manifest is used as a log of outgoing documents. In addition,
there are maintained lors of "in and out" cables, Top fecret and
other classified material.

b. In the absence of formal inatructions and gnidance, record keeping
practices do not follow a completely uniform pattern in the
various branches of the division. The general procediures are
ghown 1n charts on Pages 6=11 . Operational case files (P,

FI, agents and/or projects), Field Reports files and DMgseminated
Reports files are maintained at the appropriate area desk. Oper-
ational subgects files {policy matters, project reviews, couniry
plans, ete.) are usually nmaintained by the Branch Chief's secre-
tary. Support records are maintained in the Admlnistrative Office.

ec. Records keeping and index preparation is an incidental function in
the division. It is jointly performed by the case officers,
asscretaries and clerical persénnel as time permits.

Personnel
The total authorized strength is|  |positions {::}departmental -

25x1 ]
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SECTION ITII -~ FINDINGS AND RECOMMENDATIONS

FINDING NO, 1 - LOCATION OF RECORDS

The centralization of all records, regardless of the practical needs
of offices that use them, has led to duplicate records keeping and incom-
plete files.

e

be

Comment

8,

Duplicate Record Keeping - The survey team established an esti-
mited records holding in the WHD of 2L6 linear feet of adminis-
trative, operational, and reports files, The Chief, RI, reported
that there was in his custody 153.82 linear feet of the same
types of WHD records. .

Incomplete Fileas - When copies of the same papers are maintained
at more than one location, there is created a competitive force
that demands exclusive possegsion., These demands may be legiti-

mate or manufactured. Whatever the reason, it results in incom-

plete files, There is submitted on Pages 31 through 35 the descrip-
tive content of an administrative case file that was handed to the
survey team by an empleoyee in the RI file room as being typlcal

of such files maintained in RI, This file contains 99 letters of
transmittal and 52 cover sheets which constitutes over 50% of the
papers in the folder, The remaining material appears to possess -
only ephemeral value,. It is so devoid of information that no
reasonable action could be taken by comsulting it, Page36 shows

‘the contents of an operational case file (agent or projeet) main-

tained in WHD, It also Shows the incompleteness of the same file

in RI, These papers were not actually observed in RI, but the ab-
sence of their code is indication that the papers were not processed
by RI and therefore not mintained in the central facility.

These two cases clearly show the incompleteness of some RI files,

To take action based upon complete background material, it would

be necessary to consult division files.

On the other hand, there was no evidence of incompleteness in the
reports files, The WHD maintains a complete set of their field -
reports and disseminated reports, Current methods and procedures
would preclude the withholding of this infoirmation from RI files.

The following quotation was taken from the textbook "Records Man-
agement and Filing Operations™ by Margaret K, Odell, Research
Analyst, Indexing and Filing Methods Systems Division of Remington
Rand, Inc, and Barl P, Strong, Professor of Management and Director,
Business Management Service of the College of Commerce and Business

- Administration of the University of Illinols: ®To allay some of

2. SECRET
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the confusion that generally accompanies an explanation and
description of centraliged and decentralized files, it should be
noted that originally decentralized files under departmental control
were generally used, Later, centralized files become the accepted
plan. At present the trend is to decentralize files but to central-
ize the control wnder a records administrator and not under depart-
ment managers, because of - _

1, The increased operating costs caused by walting for
delivery of records from a central file Jocation.

2, The maintenance in the departments of the most active
records or duplicate copies of records sent to the
records department. '

3, The inability of inexperienced records administrators
and records department personnel to keep records in~-
dexed and filed to meet the user's needs and the chang-
ing operating conditions.

Alert organizations are rapidly recognizing the advantages of cen-
traliged control over decentralized files and are placing all rec~
ords under a records administrator. This plan promises much for
the future,"

b, Operational Records - These papers are created in carrying out
operational activitiess the creating division is the nrimary user
of the information contained in them; and the divislon, either by
physical possession or procedural instructions, controls any agd-
ditional use of the papers. Operaticnal records are maintained in
RT in sealed envelopes and cannot be used without the permission
of the creating division, Limiting the handling of this sensitive
category of records to the minimum number of people most adequately
meets security requirements,

¢, Administrative Records - These papers are also specific to the
Division creating them. They have little or no value to other
fo_reign divisions or staff offices.

d, Field and Disseminated Reports - The information contained in these
reports is used most extensively by the collecting division, How-
ever, it is also used extensively by other divisions and senior
staff offices in Clandestine Services,

Recommendations 1, 2, 3 and L

1. That operatiomal records be maintained only in the division file
gtation as proposed in Recommendation No. 10 Paze 47.

2% SECKET
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"2, That administrative records be maintained only in the division file
station as proposed in Recommendation No. 10, page 4J,

35 Fhat coples of fleld and dissemination reports from all divisions
w5 be maintained in the central DD/P file statien,

4. That copies of field and dissemination reports for the creating
division be maintained in the division file statiom as proposed in
Recommendation No, 10, page 47.

To accept the above recommendations is simple acceptance of a princi-
ple of administrative efficiency that provides for the maintenance of rec-
ords at a location that will provide maximumm utilization and security, and
a minimum of duplication. From the viewpoint of the users of information
contained in FI documents, such a situation already exists. To be absolutely
certain of complete information on operational and administrative activities,
division files must be consulted, Complete information contained in field
and disseminated reports is available from RI files, The above recommendations,
then, merely recognize that which already exists. They eliminate duplication
that is of questionable value,

o
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The contents, in numbered sequence, of documents maintalned in an
sdministrative file examined by survey team.

1 = Cross reference
"

2. n
3. N ]
L- 8 "
5. 1 "
6 - M 8

7 = Transmittal

8 « Cover Sheet

9 = Transmittal

10 = Transmittal

1l - Cover Sheet

12 = Transmittal

13 - Second Copy of 12

1/ -~ Memo -~ Station to Station

15 - An empty 8 x 104 manila envelope
16 - Cover Sheet

17 -~ Request for a handbook

18 - Second copy of 17

19 -~ Cover Shest
20 = Tranamittal

21 - Transmittal

22 = Transmittal

23 =~ Tranamittal

2 = Transmittal

25 = Cover Sheet

26 = Copy of Memo - Station to Station
27 = GCover Sheet

28 - Cover Sheet with & x 10} manila folder containing newspaper elippings
29 - Cover Sheet
30 - Transmittal

31 = Second copy of 30
32 - Copy of two line memo - Station to Station
36 - Copy of six line memo - Station to Station
37 = Tranamittal

38 = Transmittal

39 = Tranemittal
40 ~ Empty 8 x 10 manila folder

4] = Transmittal

42 = Tranamittal

43 = Transmittal

44 = Cover Sheet

45 -~ Transmittal

46 - Cover Sheet

47 = Cover Sheet

48 ~ Transmittal

49 - Cover Sheet

SECRET,
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50 - Transmittal

51 - Second copy of 50

52 = Transmittal

53 = Transmittal

5/, = Copy of Memo - Station to Statlon

55 = Copy of One line memo - Statlon to Station
56 - Transmittal

57 - Empty 8 x 10} manila folder

58 =~ Cover Sheet

- 59 ~ Transmittal

60 - Cover Sheet: -

61 = Tranamittal

62 = Second copy of 61

63 - Cover Sheet

6/ ~ Cover Sheet

65 = Transmittal

66 - Transmittsl

67 - Cover Sheet

68 - Transmittal

69 -~ Second copy of 68

70 - Copy of two line memos ~ Station to Station
71 - Copy of one line memo ~ Station to Station
72 - Transmittal

73 = Transmittal

7, = Trensmittal

75 - Copy of four line memo - Station to Statlon
76 - Tranamittal

77 - Copy of memo - Station to Station

78 « Transmittal

79 = Transmittal

80 - Transmittal

81 « Copy of memo - Staticn to Station

82 - Copy of request for info - Station to Station
83 « Cover Sheet :
84 = Cover Sheet

85 = Transmittal

86 - Second copy of 85

87 ~ Transmittal

88 -~ Tranemittal

89 - Transmittal

90 = Transmittal

91 ~ Transmittal

92 = Transmittal

93 - Second copy of 92

94 = Copy of memo - Station to Station

95 — Cover Sheet

96 - Transmittal

97 = Transmittel

98 - Cover Sheet

CECRET
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99 - Transmittal
100 = Cover Sheet
101 - Cover Sheet
102 - Transmitial
103 - Second copy of 102
104 -~ Transmittal
105 - Copy of memo - Station to Station
106 - Copy of memo - Station to Station
107 - Transmittal
108 - Copy of memo - Station to Station
109 - Transmittal
110 - Copy of report - Station to Station
111 - Copy of three page report - Station to Station
112 - Transmittal ,
- Copy of memo - Station to Statiom
- Copy of memo - Station to Statlon
115 - Copy of memo - Station to Station
116 - Copy of memo - Station to Station
117 - Copy of memo - Station to Station
118 - Transmittal
119 - Transmittal
120 - Transmittal '
121 - Empty 8 x 104 manila envelope
122 - Copy of memo - Station to Station
123 - Cover Sheet
12l - Cover Sheset
125 - Transmittal
126 - Copy of Army Report
127 = Copy of Army Report
128 - Copy of Army Report
129 - Copy of Army Report
130 - Copy of Army Report
131 - Copy of Army Report
132 - Copy of Army Report
1;3 - Copy of Army Report
13l - Copy of Army Beport
135 - Copy of Army Report
136 - Copy of Army Report
137 - Copy of Army Report
138 - Copy of Army Report
139 - Cover Sheet
140 - Transmittal
111 - Cover Sheet
142 - Transmittal
]iixi - Second copy of 12
- Transmittal
145 - Cover Sheet
146 - Transmittal
147 - Cover Sheet

SECRET
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- 148 ~ Transmittal

149 - Cover Sheet

150 - Transmittal

151 - Second copy of 151

152 = Cover Sheet

153 = Transmittal

154 - Cover Sheet

155 - Transmittal

156 - TS Cross Reference

157 - Cover Sheet

158 - Cover Sheet

159 - Transmittal ‘ -
160 - Cover Sheet :
161 - Bmpty 8 x 10} manila folder

162 - Cover Sheet

163 - Transmittal

16l - S8econd copy of 163

166 - Copy of memo - Station to Station
167 - Copy of memo - Station to Station
168 - Copy of memo - Station to Station
169 - Transmittal :

170 - Copy of memo - Station to Station
170 « Transmittal

171 - Copy of memo - Station to Station
171 - Copy of memo - Station to Station
172 -« Copy of memo - Station to Station
173 - Transmittal

173 = Copy of memo - Station to Statiom
174 - Transmittal

175 - Bmpty 8 x 104 envelope

176 - Copy of memo - Station to Station
177 - Cover Sheet

176 - Cover Sheet

- 179 = Tranamlittal

180 - Cover Sheet

181 -~ Bumpty folder

182 - Cover Sheet

183 = Transmittal

18L - Second copy of 183

185 « Cover Sheet

186 =« Transmittal

187 = Second copy of 186

188 - Transmittal

189 - Transmittal

190 « Copy of memo - Station to Station
191 - Copy of memo - Station to Station
192 ~ Copy of memo - Station to Station
193 - Copy of memo - Station to Station
19l - Transmittal

195 - Trangmittal 5ECRET

Security Information
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196 - Copy of memo - Station to Statlon
197 ~ Tranamittal

198 - Empty 8 x 104 folder

199 -~ Cover Sheet

200 = Transmittal

201 ~ Cover Sheal

202 - Cover Sheet

203 - Tranemittal

20/, - Second copy of 203

205 « Trangmittal

206 - Copy of memo — Station to Station
207 - Trensmittal ~
208 - Transmittal

209 = Transmittal

210 = Copy of memo - Statlon to Station
211 - Copy of memo - Station to Station
213 - Copy of memo - Station to Station
214 - Copy of memo ~ Station to Station
215 - Empty & x 10% folder

216 - Copy of memo - Station to Station
217 -~ Cover Sheet

218 - Copy of memo - Station to Statlon
219 -~ Cover Sheet

220 = Transmittal

221 - Cover Sheet

222 - Transmittel

223 - Second copy of 222

22/, - Cover Sheet

225 - Empty folder

226 - Cover Sheet

227 - Transmittal

228 ~ Transmbttal

229 - Cover Sheet

230 « Emnpty folder

231 - Cover Sheet

232 - Transmittal

233 -~ Seoond of 233

234 - Copy of memo - Station to Station
235 = Copy of memo - Station to Station
236 - Copy of memo - Station to Station
237 = Copy of memo - Station to station
238 ~ Transmittal

239 ~ Trandkitial

24,0 - Transmittal

241 - Transmittal

242 = Empty folder

243 - Cover Sheet

24/, - Copy of memo - Station to Station
245 = Cover Sheet ‘

246 = Copy of memo - Station To Statlon

SECRET.
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FINDING NO. 2 - SUBJECT CLASSIFICATION OF REPORTS

Clagsification and Coding

Qde

The present system of classifying reports by impersonal subject
matter requires: the assignment of a series of code numbers as
explained on pages 1/ and 15 , These code numbers are in addition to
the report number which already apoeared on it when received in RT,
This complex system prohibits operating officials from making direct
reference to the information tliey most frequently want - that is,
data by personalities. This subjective clagsification of reports,
therefore, seems to be uscless to the operating personnel who need
this information. Operating officials are interested in information
pertaining to personalities appearing in field reports, Primary
processing in RI provides that these reports be grouped and filed in
accordance with their impersonal subject matter content, This
processing and grouwing serves only to decrease the availability of
information needed by operations. Consequently, administrators and
operating officials are creating and maintaining "prop" records that
perriit them to carry out their functional activities with an ever
lessening degree of dependence upon the central records facility,
the Records Integration Staff,

The following facts are supvorting evidence that such srouwping
ard code assignment is not necessary and does not meet the reference
requirenents of the operating officess

1. An estimated 3,000 requests for documents from division and
staff personnel were studied by the survey team, Without

exception, each and every request was for information pertain-

ing to personmalities. )

2. This statement appears in an 0 & M survey report dated 11
April 1992, YAt present, most 0S0 documents are filed in
folders by ceneral subiect and bound at the top with Acco
fasteners, Folders may be an inch or =o thick and contain
an average of probably 50 documents each, This method of
filing was originally basec on the expectation that reguests
would be received for subject files rather than for ’
individual documents, This has not proved Lo bc the case,n
(The survey team only zenerally aprees with this statement,
It is the observation of the team that requestors are
interested in specific personalities appearing in a report
which generally constitutes only a small segment of ite)

3o WHD Branch Chiefs, Deputy Chiefs, and operations officers
questioned on their reference requirements, indicated that

they were primarily concerned with information on
personalities,

- ) (- N
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b. Retarded Reference Service "

1, On 21 January 1953 the RI file room had in its possession
unfilled requests for 2,99 documents from 120 customers,
The oldest of these requests was dated 5 November 1952, The
Assigtant Chief of the section indicated that there wms
nothing uvnusual about the backlog.

2, The previously mentioned 0 & M report indicated a backlog
of 2,000 unfilled requests for documents that would be eliminated
with the procurement of additional persomnel, which apparently-
has not been corrected,

3, During the course of the survey of the WHD, operations officers

. referred to the constent frustration experienced im getiing
documents from RI file rcomy the necd to go to the Consclidation
Section to review documents that are being reprocessed; the need

" to go to the Service and Correspondence Section to roview

documents that are withdrawn for the preparation of summary
memoranda; and the need to'go to other erea divisioms to review
documents that are on loan, '

o There is shown on Pages39and /O the results of three specific
searches which illustrate the same frustration experienced in
f£illing requesta for documents,

ce Division Props - The records inventory taken by the survey team,
indicates that an estimated 78 linear feet of prop records are lo-
cated in the WHD, Summary information pertaining to the person-
alities and organigations appearing in source documents is being
maintained on 3 x 5 or 5 x 8 cards, and in some cases, in loose leaf
notebooks, The information maintained in this form is constantly
used in carrying out operatiomns. To deprive the case officers of this
valuable record would seriously affect their operations. In fact,
if present records keeping methods and procedures are continued in
effect, the volume of such records will have to be increased if a
reasonable degree of operating efficiency is to be maintained,

Comment

Detailed name indices prepared on these reports refer directly to spec-
ific mumbered documents (field number and dissemination mmber as well as RI
code number), This is a legical procedure. It is just as logical to con-
clude that these series of reports can be filed more easily and found more
easily if maintained in a simple numerical seguence,

Recommendation No, 5

5« That the subject classification of field and disseminated reports be
discontinued, Instead, these reports should be arranged and filed in
simple numerical sequence according to thelr source code and number
or disseminated mwber, ReCommendations 1, 2, 3 and L describe where
such records should be kept,

-38-  SECRET
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Details Of Three Searches For Documents In The RI File Room
(21 January, 1953)
1. 4 request from EE Division for 21 docu-ents re 1 personality:
a. 1 hour was consumed in the search,
b, 12 documents were produced by direct search,

¢, 1 referenced document could not be located —-
no clue as to its location could be determined.

d. 4 documents were permanently withdrawn by the
creating divigion -- the customers would have to
call at that division to review the materisl,

e. / documents were on loan and therefore not avail-
able at this time,

2. A request from SE Division for 24 documents re 7 personalities:
&. 1 hour and 5 minutes was consumed in the search,
b. 7 documents were located by direct search,

c. 10 documents were on loan to RI/CO for reprocess-
ing since 24 November 1952,

d. 1 referenced document could not be located —-
no clue as to its loeation could be determined.

e, 2 documents had been withdrawn permanently by
the creating division -~ the customer would have
to call at that division to review the materisal,

f. 4 documents were on loan and there”ore not avail-
- able at this time.

3. Request from EE Division for 8 documents re-l personality:
&. 28 minutes were consumed in the sgearch.
b. 2 documents were located by direct search.
c. 2 documents were permanently withdrawn by the

creating division ~- the customer would have to
call at that division to roview the material,

SECRET
Se~urity Informaetion
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d. 1 document was charged to RI/CO for additional
processing sinece 3 December 1952,

e, 3 documents were on loan and thersfore not avail-
able at this time,

The file clerk indicated that thére was nothing unusual about the
results of these searches.

SECRET
Security Information
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FINDING RO, 3 - CONSOLIDATION DOES NOT ADEQUATELY MEET EEFERENCE REQUIW
MENTS OF OPERATIONS o

Present procedures for the procesaing of field reports pro:vida for
their classification by subject matter content, as degcribéd in detail
on page 37 and farther discussed in Finding No. 4., page -Ab seme .
later date, many of these same reports are reprocessed and. grouped on a
personality basis. This secondary processing (consolidatiom) involves the
removal of document from subject files to personality files, . It requires
changing the code on each paper, replacing or modifying the two Abstract
File Slips held in the and the changing of all finding
aids, This procedure is discussed in detail on page 20. It is also shown _
in graphic form on page 11. This secondary processing partially accemplishes
at the later date, that which was not accomplished initially in meeting
the reference requirements of operating officials, '

a. To meet the reference requirements of operating. officials s there is
-inveolved the collection of information on pergomalities and organise.-
ations on a contimuing basis so that it can be produced promptly.

b, The index card mintained in the main CE index refers to information
on personalities contained in reports, The withdrawsl and searching
of basic documemnts to obtain bits of information is time consuming
and directly affects the efficiency of operational activities.,

1. The additdon of a simple subject line to the present index’ card _

.. would result in a dgcided improvement in reference service, LR

Such addition would identify information in a report and 3
contribute to tailor-made searches,

2; A second altemative would be’ the addition on the aubgect 1ine
« of ‘the index card, sumary or Pertinent information from the
source document. It is understood that such information :
would lessen the need for withdrawal of some basic documents
from the files which would result in further inprwement
of reference service, »

3. A third alternative would be the addition of complete informa-
tion to the index cards, Considering that-a large volume of
information in reports pertaining to personalities ctnsists
of single lines or brief paragraphs, this suggestion deserves = . .
serious consideration, The file itself could be modified to -
include folders to house extensive collections of cards or
even to include specific papers whem such papers pertain only
to a single individual., This alternative could be developed
to such a degree that only rare gearches would go beyond the
CE file to basic documents,

SECRe; -
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¢s The latter altermative has these specific advantages:

1. It would provide the most effective and efficient reference
service. The collection of information on cards would repre-
sent complete information on a personality. Searches would be
direct thereby relieving the necessity of going to an in-
dex to cetermine the location of documents, which is an indirect
method,

2, The collection of information pertaining to personalities
wotlld be accomplished on a current and contimuing basis,
This procedure would preclude the necessity of the con-
solidation of papers at some later date.

3. The transposing of complete information from reports to
cards could be accomplished by less experienced and lower
grade personnel.

L, The preparation of summary memoranda would he performed
more efficiently. A4 similar advantare would accrue te all
operational activities dependent upon information contained
in field reporis.

5. Information collected and maintained on CE cards will be
used extensively throughout Clandestine Services, For this
reason, it appears appropriate to maintain the file at more
than one location. There is involved the problem of duplicating
card stock, Various methods were investigated., An Office size
ozalid machine and process appears most appropriate. The origi-
nal investment would be approximately $1200.00. However, con-
sidering original investment cost of card stock, operators time,
depreciation and other miscellaneous items, 5 x & cards can be
duplicated for approximately 134 ecach, This report was duplicated
by the ozalid process and except that the CE cards would be on
heavier stock, they would appear in the same print and style as
this report. . :

d. Suggested.process for duplicating CE cards.

Recommendation No, &

6. That the delayed consolidation of information and references on per-
sonalities e discontinued, and the procedure proposed in Recon-
mendation No. 7 be adopted, .

~l2e
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q Recommendation No. 7

7. That a CE information file be established for the collection of in-
, formation on personalities, This information should be collected
and maintained in the following manner:

a. A card should be prepared upon initial receipt of information
in the divisions and that subsequent entries be added on a
continuing basis,

b, The cards should be preoared concurrently with the prepar-
ation of the disseminated, upon receipt.,

c. Duplicate sete of cards should be m1nt.a1ned in the DDP
25X1 . ‘and in the division file station,

de The process for dwlication of CE card by the ozalid
method as described on page 42 should be used,

" Recommendation No. 8

8. That the CE informatior file gradually replace the present main Name
Index, In the interim period, reference would be made to both the
newly established CE file and the main index., No new material would
be added to the latter index, It would be permitied to "wither on
the vine'", '
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FINDING NO, 4 - -OPERATIONAL AND ADMIUIS'I'RATIVE RECORDS ABE NOT MAINTAINED

- UNDER UNIFORM FILING SYSTEM

Operatuonal and administrative records are being processed and maintained
‘under different methods and procedures in the WHD and RI,  In addition, vari-
ances in methods were observed in the different branches within the WHD.

Comme

- e’

8o

b

a.

b

In RI, _operational records are coded into the sixth: categary (oper-

ational) in case files such as “agents and infbtmants in

vhich are general gubject files.

In the WHD operational cage files (P&pers aspecific to agents and/or
projects) are egtablished for each agent or project. In these
dossiers are maintained all papers that pertain to the agent or

project.

"~ Algo, in the WHD, operatlonal subject filea are establighed for main-

taining papers that are not specific to agents or projects and per-
tein to the broadest aspects of operational activities. The follow-

-ing folder designations are representative of the manner in which

thesoe papers are maintained in the division: project revieuws, status
reports, quarterly reviews, strategic plans, country plans, training
surveys and studies, newsletters and memoranda to field statvons,
defectors, transition plans, etc.

Operational papers are created and maintained in all segments of
Clandestine Servigces, .They represent the most valuable decumentary
records observed by the survey team., These records contain the
recorded expsrience of present. administrators and operating officials

in carrying out the functional dctivities of Foreign Intelligencs.

This experience can be made avallable to future administrators only
through the paper record, It is extremely importent, therefore,
that these papers be maintained under standard methods and procedures

throughout Clandestine Services. Benefits will accrue to present,

as well as fubure administrators, through such standardization.‘

TAdministrative papers are similarly created and maintained. throughout
Clandestine Services, and although they do not possess generally the ..+

- extreme values of operational papers, are sufficiently similar in i
"character to lend themselves to standardization of methods and pro—

'g,_cedurea for their maintenance.

/fThere has been developed for general use throughout the CIA a file‘f°kv'
‘manual that appears to te applicable for processing and maintaining‘
Clandestine Services operational and administrative records, The -

: gystem described in the manual provides for the simple grouping of -

records by their subject matter content., Its adoption to‘specific”‘F-‘>

- M- SECRET
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Areag can be accombliahed in a8 relatively short period of time with
& minimum of inconvenience to operations., The training of personnel
in its use can be accomplished in a metbter of hours.

Becommendation No, 9

9. That operational and administrative records be maintained in accord-
an¢o with the Agency File Manual which is now in process for formal
concurrence, It has been discussed with representatives of the DD/P
the DD/I, the DD/A, the Office of Comminications and the Office of
Training. _

NOTE: Operational papers pertaining to agents and/or projects appeat
to be arranged logically and appropriately in the WHD, They should
continue to be maintained in this manner,

SECRET
Security Informationt
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FINDII\TG NO 5 - THERE IS NO OFFICIAL FILE STATION IN THE WESTERN HEMISPHERE
DIVISION

~ In the Western Hemisphere Division, two employees are responsible fo:c

the receipt and dispatch of division documents, Otherwise, there is no organ-
ized records facility (official file station) in the division. There is, hou-
ever, an: estimated 248 linear feet of records being maintained in the divzsion.

~Jk@ma§g&,—

1. It appears logical that the following f‘unctiona could be performed
effeetively and efficiently by a division records facility:

a. Classify, file and serviee all operational material ereated
- and collected By the division.

b, Classify, file and service all administrative material
- created and eollected by the division,

c. Maintain a file of all division field and dissemination
reports,

d. Prepare and maintain a name index to these reports (the in-
dex should be in the form of information cards - for the
 details of this recommendation, see the establishment of a

CE oard file), A

8. Supply the central facility with copies of these CE cards
‘on a current and continuing basis,

" £. The receipt and dispateh of all pouch and domestie communi-
cations and documents.
g+ 7The aﬁeration of an internsal mesaenger service 'bne.t will pro~
- wide prompt pick-up and delivery of all papers in the divi-
sion.

2, Based upon the work 1load of March 1953, shown on Page 1,8, it is esti-

mated that the following staff would be needed. to opea'ate the official
" file 3‘bation°

'g—.Enngﬁign o employve

.

25X1
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The numbar and type of persomnel rescommended is based upon the
Ffollowing factors:

a. That the peraonnel sugrested above Tor correspondence
, o preparation, Top Secret control, and classificetion and
¢oding, be grourned and trained to perform each of these
fUncUions on an inter-charse basis., It s egtimeted that
geach of these Jobs will provide only part-time employment
and thet this interchange will prevent over-staffing and
provide continuous service during leagves of abgeﬂce, gtoes

b. That one of the indexing clerks will mechanicnlly duplicate
he information cards to he provided the central facility;
]
¢, That field reporis and disseminations will be 7iled chrono-
lorically bty thelr respective numbers;

d. That the Apency File lMemual system be adopted for classify-
. ing and codin~ svblect matter documents ac described in
DNecomrendation No, 9. It would be the sane syotem devaloped
for clossifying similar documents in Clandestine Services,
regordless of locations

25X1 4 8. Thet the | Jemployees now assigned to the division mail
roon be assigned to the new facility and the t[::::] */0 slots
‘be transgferred from the Records Interration Staff,

Note: This staff and discussion iz based upon the assumption that
all division recorda will be meintsined in the division facility. It
is quite possible that experience will prove that certain case files
can be maintained more appropristely at the area desk. {ith such a
development, the number of parsonnel needed in the division facility
wil’ lessen,

Rgcommeadatlon No., 10

10. That an official file station be established in the WD to carry out
the Punctions outlined on Page 46 This same recommendation aprears
to be applicable to other foreign divisions and senior staff offices.

e
B2
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Documents Handled By WHD |  k March 1953

MONTHLY DATLY

IN ouT IN ouT

Pouches, Field 1568 1972 71 90

Cables 589 3L2 26 15
Pouches, Domestic 106 - L -
Headquarters, Intra-Agency 550 - 25 -

#Estimated by the survey team and employees of the mail room,

The information in this tabulation was taken from pouch manifests, cable
logs, TS logs and lozs of material from State, FBI, etc.

~48~ unnlET
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~ FINDING NO. 6 — POUCHES OF FIELD DOCUMENTS ARE NOT DELIVERED PROMPTLY

25X1

' The prbmpf delivery of documents to action desks 1s not now being accol=

plished.

A check made in March 1953 revealed that documents received in the»‘g;;fwwf

RI|

Jater.

‘Corment

were delivered to the WHD mail room an average of four deys
Factors contributing to this delsay are: : e

a. The opening of pouches in the RI

b, Mail control procedures that require the preparation of the
Abstract File Slip (Form 35-31).

€. The pre-classification of documents,

With few exceptions, pouch documents prepared at headquarters are
for the attention of the division's oun field stations, Similarly,
pouch documents prepared in the fleld are for the attention of the
parent division at headquarters.

The manifest that accompsnies all pouches is a complete listing of -
all documents contained therein. It is a record of material sent
and, when properly certified, is a record of material received. It
can also be used as a record of the distribution of incoming papers,
by having the recipient of pouch items initial or sign the manifest
opposite those items delivered to him, The signed manifest would be
maintained in the file station. ' The use of the manifest in this
manner precludes the need for the preparation of the Abstract File -
Slip (Form 35-31) for keeping track of the distribution of documents
and would remove another source of delay., Two copies of the Ab-
stract File Slip are used currently to keep track of serial numbers

- in the subject classification of documents. With the acceptance of

the recommendation eliminating the subject classification of field
reports, there no longer existe the need for these two coples, -

Note: Mail control procedures normally accompanying the use of
multiple copy forms such as the Abstract File Slip, require that. y
action on incoming documents be accomplished in a specified period of
time and that the incoming document and. the subsequent action papers
be returned to the files in the same specified period of time. ' The

. gbsence of such requirements indicates the lack of need for true con- o
. trol procedures, DR . BRthtasll

3.

Because 1t is difficult for analysts to forecast action to be taken -

on documents, it is genmerally conceded that pre-classification is

- accompanied with errors in classification; that becausefof-these»po;": 

tential end real errors, there is need for soms follow-up after -
action to determine the accuracy of the original decision., The .

Security Informatien
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25X1 ‘ \ performs this follow-up. It is difficult to
determine the extent of their total effort involved in this activity
because their primary function (consolidation of papers on person-
alities after action) also involves changes in classification. It
1g difficult becouse there is no basis for determining that which
was changed by design and that which was changed becanse of errors.

The acceptance of the findings end recommendation for the establigh~-
ment of a CE informetion file would preelude the need for consoli-
dation, TUith svch acce;tance, serious considerntion should be given
to the possible eliminetion of the rre-classification of documents.
Analysts can make wise decisions only after action has been directed
or taken by administrators and operatins offiecials. And when classi-
fication and codingz is nerformed.after action, there is no need for

 follow-up and chenpe in classification. Actrally, there is no need
to clagsify until documents are ready for filing,

Regommendation No, 11

11. That field pouches for the attention of the ‘Jestern Hemisphere Div-
1sion be delivered to their file station unopsned and that outgoing
pouches be prepared for dispatch in the same facility.

Rscommgﬁgation No, 12

12, That in the absence of an apparent need for trve mall control pro=-
cedures, the pouch manifest be used in lieu of the Abstract File dlip,
to record the internal distribution of documents, This function
should be performed by the Area Division File Station.
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FINDING NO, 7 - THE RECORDS OF THE OFFICE OF STRATEGIC SERYICES”

The records of the predecessor agency, the Office- of Strategic Services,
are scattered throughout the CIA and are not completely identified and segre—
gated from other CIA records. = TR

There is an estlmated 5,000 linear feet of 0SS records now in the -cus—- ‘ ‘

tody of the RI archives section located in the R & 8 Building, some.of which -

are being incorporated into current files. Various survey teams of the Rec— - -

ords Management and Distribution Branch, General Services Office, have lo-

cated and identified 0SS records in several offices of the Agency., Still other

offices have transferred small accumulations to the Agency Records Center for
storage,

Comment

1. This finding is not totally the responsibility of the DD/P, as the
0SS archives was originally set up to maintain the records of those
offices that had been liquidated, Some offices were never liqui-
dated, consequently some records were never turned over to the
archival agency. The problem is Agency-wide in scops.

- 2, The Federal Records Act of 1950 and the Records Disposal Act of
1943, as emended 6 July 1945, is specific in the requirement that:

" (a) "The head of each Federal Agency shall cause to be made and
preserved records containing adequate and proper documentation of
the orgenization, functions, policies, decisions, procedures and
essential transactions of the agency designed to furnish the infor-
mation necessary to protect the legal and financial rights of the
Government and of persons directly affected by the avency's activi-

ties." and (b) "The head of each Federal Agency shall ‘establish
such safeguards against the removal or loss of records as he shall
determine to be necessary and as may be required by regulations of

- the Administrator. ORI P

3. Because the records of the predecessor agency have properly and

legally come into the possession of the CIA, the moral and legal re- _

. sponsibllity for the protection of these records becomes the re-
sponsibility of CIA. An archival principle of long: standing that

has naturally become a principle of records: management requires thatioj

. ‘the integrity of a record series not be destroyed Such. integrity
_involves the original a#pangement of the recordsmuhich”is an eXw" ;—%

ey pression of the planning and procedural requirements of the’ adminisg

- ‘trators of the agency. It is also an expression of the manner in
+ which records were collected, used.and maintained. This. principle

of archival management has been and continues to be violated throughcif.,_. ‘

the incorporation of 0SS records into current files. e

51~
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4@‘wRecords are maintained and some are preserved because they have

potential and real value to edministretors and operating officials.

The records of the 0SS are rightfully being made available to present
officials of the Agency so that these officials may take advantage of

the experiences snd information gathered by the predecessor agency.
However, every known safeguard should be taken to preserve the

record and the integrity of the record of the Office of Strateglc Services.

Recommendat Ro, 1

¥t is recommended that all 0SS records be collected and moved to the
Agency's Record Center, This action should be taken as promptly as
possible with one consideration for efficient utilization and management,

The following action would then be taken by the General Services Office.

8,

c.

Prepare and issue an agency notice requesting all offices to
identify and inventory all 0SS records in thelr possession, From
these inventories will be prepasred detailed series descriptions,

Upon concurrence with appropriately interested officials, authority
will be obtained from the National Archives and Congress for the
destruction of those records that have, or will have become useless

after a specified number of years.

The remaining evidentiary records would be appropriately preserved
among the agency's archives,
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FINDING NO, 8 -~ SUMMARY MEMORANDA PREPARATION

The preparation in RI of summary memoranda in reply to requests for e
name check information is cumbersome and costly. S O

Gomment

Thirty—six intelligence analysts end four typists in the Correspondence
and Service Section are responsible for the preparation of summary memorande.
The specific steps that are involved in this process. are as. followss ‘ '

1, Sesrching the Name Index to determine all references.

2, Withdraw the referenced documents from the files and prepare in
draft form, the summary memoranda on the basis of availeble infor-
mation.

3. Submit this rough draft to the appropriate division for editing, which
may involve the exclusion of certain sensitive material or the in-
clusion of pertinent material availsble to the dlvision that is not
available to RI persomnel, .

R Return to RI for preparation of finished memoranda.

The monthly activity report of the Records Integration St reveals that
an average of 295 memos are prepared each month, Charging: the employees
previously mentioned and using an average of 22 working days per month, each
employee is producing a single memo in approximately. 3 working days.  There are
two reasons for this low productivity: (a) the difficulty 4n .obtaining refer-
enced documents, and (b) the preparation of the draft memo prior to obtaining

_the professional help end guldance of division personnel..,. e

With the establishment of a file station in the division, it appears that
this function could be performed more effectively and efficiently if initiated f
(for instructional purposes) by the area. desks and comple'ely accomplished by
an employee in the Division file room, L .

Recommendation No, 14f

1. The survey team strongly feels that summery me randa replies to ’5
name check.information should be prepared undergthe general guidance

of the division case officers, The clerical, unitninvolved in. preparing

the reply should be performed by personnel
file station.

. It is our understanding thet a staff office. of DD/P now. exercises some
types of eentralized control. over the coordination and final'clésrance:o u:"]_
name check requests, Such coordination control would be continued under the
proposed system, _ . _
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FINDIN&"‘?NO';‘ 9 '~ MECHANICAL METHODS EXPEDITE FILE REFERENCES

s
L

Gonsiderable time 18 required in making searches through files which
are housed in- several different physical locations in one or more buildings. ‘

Comment

'Manyfgo"rnment agencles and private businesses use various mechanical
methods 1o expedite references to files which cennét be housed in such a
menner: that they are available to all those who need them,

Recommendation Yo, 15

That the use of such methods as Telautograph, Teletype, or other
mechanical processes be investigated for adoption in expediting references
between various organizational units. Such mechanical methods must
provide for secure transmission of messages,
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FINDING KO, 10 > APPLICATION AND USE OF PUNCHED CARD METHODS

»5.*I$fwas ﬁétéfmined by persone in the Organization and Methods Service

who made the staff study of the Records Intepration ctaff, 050, in March 1952,

that punched card methods were applicable to the Crypto-Paeudo’ Comtrol file,
This report indicated that these methods would be used as soon es policy de-
termination hed been mede as to the feasibility of merging the 050 and OPC by
Crypto-Pseudo>files, which at that time were maintained separately. '

‘Comment

Thevcfypto-Pseudo file, representing the comblned 080 and OPG records,
consists of approximately rds. Dssentially there are three files:

.a. Blue cards indieating real names;
b. White cards indlcating aliases; pseudonyms or cryptonyms;

¢. Salmon cards indicabing when true identity is not known to
Cryptic Reference Staff.

This requires the typing of three separate cards and sorting them slpha-
betically and inserting them in the appropriate files. The use of the punched
card method would permit mechanical reproduction of as many additional cards
as is necessary once the basic information has been egtablished in a single

card. Consequently, from a basic eard, pdditional cards can be reproduced by

the punched card method at the rate of approximately 40,000 per day. This is
considerably fester that the time required to type eards under the present

method. In addition, once a card has been. established, lists can be prepared

in sccordance with any desired arrangement at a rate. of approximately 60,000
item per day. This, too, 1s congiderably faster than typing.

. present 3x5 cards to punched eards., The General Services Office will be glad

Recommendation No, 16 "
That arrang\amenta be made to convert the Crypto-Pseudo file from the
to assist in the development of this project. o

" The Grypto-Pseudo file should be maintained by the DIP central file
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FINDING NO. 11 - RECORDS MANAGEMEINT PROGRAM FOR DEPUTY DIRECTOR (PLANS)

_ The Chi.-ef, Re:_oordé Integration Division, FI, 1is reaponsiblql for over-all
adminletration of the DD/P racords management program, as ovtlined in 25X1
Comme o '

The stéted objectives of the program for DD/P in the above i-eferred to
regulation include the following: '

1. Identification aud preservation of records with ﬁei-méhént
‘ value. ‘ ' S

2, Identification of vital materials and their movement to the
Ropository for safe keeping.

3, Disposal of non-record material.

L. Promotion and records utilization through the improvement
and standardization of filing processes, systems, equipment
and procedures.

5, Retirement of non-current records.

6, Development and application of microfilm techniques and
projects in relation to the vital documents program and
noximum ubilization of space.

7. Establishment of a medium through which Semior staff and _

- Area Division Records Officers may recelve advice and assist- .
ance in matters relating to records and thelr administration,
: both in headquarters and field statlons. .

. The extent to which this program has been carried out i’or_DD/P_ goems
4o be limited to the RI Division. Persons in the WH Division with whom we
‘discussed this subject, did not seem to be generally awdre of a records
managemént program and there was no evidence of a specific project aleng =~ . . 'k
the 1ines indiceted in the stated objectives except in relationship to vital . |
materials. . ' L eI

RS The primary efforts of the RI with respeé’i‘_. to carrying out a racorda . .
management ‘progranm within the division appear to be largely in the wital - .

. meterislg’srea. An active vital materials- programisunderwayandragular

‘  being made, A tabulation showing the frequency. a “type of
o4 e for the DI/P area between 1 July 1952 dnd 30 June 1953 is
. ghowm’on'page 58. A review of thls tabulation indiecates that 1094 . reels of

 microfilm and 1,923 packeges of documents have been.deposifed, Discussion =
with the Chief of RI indicates that they are now making offorts to substitute
documents for microfilm where possible, C St
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The development of records disposition schedules and disp
one of the major objectives of a records
the Chief, RI, indicates that two
Thege cover a relatively small perc
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osal ligts are
mgnagement programe.

area divisions and a substantlal number of schedulds and lists should regult
1n the near future from the activity in this phase of records management.

expensive Records
mansgement, propram.

l"

‘ A h cps
The retirement of inactive records from valuable office space to less

Center space is another importart objective of any records

, The Agency Records Center has received only one mequest
to take over inactive records. This was for a few rolls of film.

Recgmmendation Fo, 17

17.

’:‘! n l 1
PN

8

|

a.

b.

Ce

f

T+ iz recomvended that:-

An active records management prosram be established for
the entire DD/P area to inclide the following major
activities: ‘

1.

D
.

. 3..

Records creation control; creating adequate
records for documentary purposes and preventing
the creation of unnecessary records;

Reeords maintenance eontrol; establishing
uniform procedures and systems for maintaining
current and seml-current records

Records dispesition control; including retire-
ment, preservation and disposal of records.

A minimum staff of four analysts, one GS~13 and three
GS-12, be established to carry out these functions. The
GS-13 analyst would be the records administrator for
Clandestine Services and be responslble for the develop=
ment of standards for the creation, maintenance and

disposition of records.

In addition, this employee

would be responsible for a:suring that the records program
of (landestine Services conforms with that of the Agency.

This staff report directly to the Chief of Administration

for DD/P.

}iThe suggested responsibilities for the Records Management Staff,

'-.ED/P,’a%e shown on pages 59 and 60,

/

/
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entage of the total records holdings in the
Tnventorios of records are now being taken, however, in all of the
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DD/P VITAL MATERTALS PROGRAM

Rate of Deposit - 1 July 1952 thry 30 June 1953

MONTH PACKAGES OF DOCUMENTS MICROFILY (REFLS)
July, 1952 22 12
August 389 12
September ' 6 104
October ‘ 203 |
November LL7 i
December 109 )
January, 1953 0 2
February 104 *
Yarch | 116 7%
April | 138 A 169
Yoy 126 231
June 173 232
,‘1»923 1,09
-58~ secﬁf,cr:ﬁ.E.I.:.-
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SUGGESTED RESPONSIBILITIES OF THE DD/P RECORDS MANAGEMENT STAFF

I. Records Creation

A. Creation of necessary records to provide adequate documenta-
tion including thet

1. Designation of official record copies of correspondence ‘
and documents.

2. The control and limitation on the number of copies of
documents created.

B. Correspondence management, including instructions for
preparation and utilization of form letters, pattern
paragraphs, etc.

C. Forms management, including design of forms for maximum use
and adequacy of the form records; limitation of number of
forms and number of ompies of forms. Determine at the time
d form is created, the ultimate disposition of the form
record.

.D. Reports management, including adequate reporting, elimination
of unessential copies of reports, elimination of obsolete
reports and unessential filing of reports.

II. Records Maintenance

A. Determine proper organization of records to provide maximum
utilization and security, including the establishment of:

1. Centralized record facilities and/or
2. Decentralized record facilities.

B. Establish and maintain a uniform system for dlassifying and
filing records.

C. Develop standards and control the methods and procedures used
in processing and filing all records, either centralized or
decentralized.

D. Provide finding media to insure that efficient reference
service is available and furnished.

»

' E. Maintain a aurrent master inventory of accumulated records
of the office, including their types, locations and volume.

SECKET
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Periodically survey and inspect records activities.

Establish control procedures forreceiving, recording and
routing incoming communications.

Establish ontrol procedures for clearance and dispatch of
out going communications.

Provide for the identification and orderly deposit of
Vital Materials. .

Control the use of filing equipment and supplies.

Records Disposition

A.

BC

. _
Provide for the storage, preservation, protection and
servicing of semi-active or inactive records.

Evaluate records for administrative, legal, research,
or other use.

Periodically survey records in order to remove inactive
ones and plan for their retirement or disposal. :

Develop office records retention and disposal schedules.

Secure any necessary clearance of proposed di sposal of
records.

Develop and submit, through the |
| | lists and schedules requesting
authority from the National Archives and Congress for the
disposal of records as they outlive their usefulness.

Develop and execute procedures for the disposal of records
in accordance with established practices and asuthority granted.

Insure the proper application of disposal authorit y.

Maintain adequate data to furnish information and reports on
records disposal. v

Céﬁtrol the application of microphotography to reports.

~60- SECRET
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FINDING N@, 12 = USE OF PUNCHED GARD MEITIODS BY RI

Rfforts have been made by RI to convert some of thelr existing manual
procesges to’ electrical amccounting machine methods., - |

Comment
" Some time ago, the RI staff requested .the | General

Services Office, to furnish them with a record of all rames In the Per gonnel
Status puhched ecsrd.file, established and mainteined for the purpose of pre=
paring personnsl reports and statistics for the Personnel Office. This file
congists of the nemes of applicants and employees of the Agsney. - '

25X1 - 8inee then, the| has been furnishing RI each month,
a ecard for all new applicants, new employees, and changea in egployses' nanes,
This is done mechanically hy using the parmonnel status card which is yre-
pared from persomnel transactlong as they occur, : : S

The informatlion in the Perscmi'el Statua card conslists of name, date of
birth, a code to indiecate employee or applicant, and an indieation as to the
of fiece assigned for new employees. =L :

At least two divisions (EE and FE) and one staff office of FI have request-
25X1d the assistance of the| | in determining whether they can
develop ‘a gystem for furnishing these divisions and offices with & system which
would permit the establishment and maintensnce of cortain date by punched card
. method. These requests have come directly from the officeg concerned. They
" indicate a-need on the part-of these offices to have such information available
to them for their everyday needs. ' I

S Earlier finciings_ a,nd Gomnents indicated the exigteﬁoe--';df_ 'so-_qailed *proph
records fn the WHD. These requests for assistance to devglop a system by .
punched card methods further substantiates the findings, comments-.and recommenda-

tiong.l'méﬁéﬂ‘?éarlier in this report with respect to the needs of. operating divisions.

 Recommendation No, 18 :
Ut ig recommended, however, that continued offorts be- made %o sed 1f
punshed:card methods are applicable to any other records keepdns-process in RI

orith hout-¢he FI. This function should be performed by the Becords Manage-

££ ag’ guggested in Recommendation No, 18,
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FINDING Mo, 13 - RECORDS ACCUMUL/TTON

The total volume of records in DD/P is not known, An inventory is now
being made in the ares divislons, by D/ pergsonnel and when that is cobpleted,
there shonld be an indication of the cu-rent records holdings. The exact num-
ber of records in RI likewise is not known, The Chief, RI, recently stated
that as of Dewember 1952, RI had eontrol over 1,088,312 papers under the CIA
_gystem. There follows & tabuletion showine the number of documents filed by
RI for the years 1950, 1951 and 1952.

Year Humber of Documents
1950 214,698
1951 313,957
1952 500,862
Total 1,097,507

Work report data are not available to shov the regords accumulated or
filed prior to 1950. The above data, however, indicates that there has been
a constant increase in documents filed since 1950. & eomparison of the num-
ber filed in 1952 with 1950 indicates an increase of over 160% in work load.

The number of documents filed in 1052 (568,862) required the equivalent
of 47 S5-drawer file cabinets. Tf these records were houged in inexpensive
letter-gize stesl cabinets, they would cost 83,4305 if they were filed in safe~
type cabinets, the equipment would cost *11,215. The total value of all
£11ing equipment in RI, as of & July 1953, is shown below:

Type Momber — Estimated Value
Tive-drawer (lon-lock; non-gsafe) 438 8 31,974.00
Touvr-drawer (safes) _ 195 - L6, BLEAL5
card files (3x5) 213 23,004,00
. Total G101, 527 .45

Comnent

Tf the rate of sgrowth continues on the basis of 1952 experience,
the investment in f1lins equipment at the end of ten years would be aprproxi-
mately $200,000,

 fhe tabulation on the following page shows the rate of growth of the.
Kain Index between 1947 and 30 June 1953. The average rate of increase has
amounted to approximately 900,000 items per year. This index conslsts of
names of personalities and impersonsl things, and is recorded on 3x5 cards.
The above data also indicates the large and constant growth of records in
RI, : '
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Papers are the tools of administrators and operating officlals. Oome
possgess long time values and should be maintained for a like period of time,
Others possess only transitory value and should be eliminated rather quickly
in accordorne with thelr true value. TFinding No. 11 indlcated that only
two records disposal schedules hed been prepared to date for a relatively
small percentage of ID/T reeords.

In the absence of a well developed plan for the rotirement of records
that are no longer needed to cariy out day to day activitles, there is a
eonbinued increase in space and equipment needed to house the records and an
inérease in the number of persomncl necded to service the records, With
guch increasses, the records become more ummancgeable each yeer. Congequently,
1t ig essential that an active records menagement program be established as
proposed in Recommendation HNo. 17.
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RATE OF GROWTH OF MAL: IHDEX (RECORDS INTEGRATION)

FOR THE PYRIOD 1947 THRU 30 JUNE 1953

Periog Number of Ttemg
1947 550,000
1 Jan, 43 921,000
30 June ‘48 1,421,000
1 Jan. 49 1,343,000
30 June 49 242744000
1 Jan. '50 2,706,000
30 June '50 2,800,000
1 Jan, 'Z1 3,323,000
30 June '51 3,818,000
1 Jan, 152 4., 2064000
30 June 152 4,564,0,000
1 Jan. '53 5,200,000
30 June '53 ‘ 5,600,000
TOTAL 39,561,000

Note .

this file contains names of personalitles an@ names aﬁﬂ
impersonal things, such &8 organizations; ~proximately 955
of the file pertains to versonalitics.

~65-
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SECTION IV « ILPLIMINTATION OF RiCONT FWDATIONS

Becauvsge this report is based solely upon the relationship of records
and records practices in the Records Inteeration [4teff and the “Jestern
Hemisphere Divislon, the implementation of the recommnendations included in
1t mizht appear to be limited to this relationship, It would be amisg, howe
ever, nol to speculate that there ic a definite relationship between the
racords and the use of the records created and maintained in Senior Staff
~ Offices and other Area Divigions. More specific relationshins rmust certainly
exist between records maintained in field stetions and the parent Area Divisions
at headquarters. And except that record content is different or there exists
some variance in speeific aetivities in other frea Divisions, the findings per-
talning to the Testern Hemisphere Nlvision should be applicable generzlly to other
Area Divisions. The implementation, therefore, of any recommendations contained
in this report should bte accomplished only with due connider-tion for the records
maintained in other Arma Divisions, Steff Offices and fleld stations, Only with
- such consideration will there evcolve an ef foctive and efficient records manage-
ment prosram in Clandestine S rvices.

It is suggested that the following steps be taken to implement the mejor
regcommendations in thig report: :

1, The initial step in this implementaition would be the establishment
of an Cfficial File (tation in the estern lismisphere Division,
Following such establishment and gradual testing and installation of
techniques and methods reecommended in this report, there would evolve
standards for records practices that could be applied gencrally to °
ell segments of Clandestine Services. In addition, this facility would
offer the initial ground for the training of personnel, which experience
would be used for the establishment of similer facilitics and operations
in other Divisions and Staffs.

2. If the recommendation for the establishment of an official records

© Peeilily in the Western Hemisphere Division is acceptable, such
acceptence would lead to the transfer of certain functions to the
Divisions and staffs thet are being performed currently by the

! Records Integration Staff. Thig transfer would result in an immediate

reduction in the number of personnel needed in RI, It appears
logical, then, that the facilitles in the Divisions end Staff
Offices srould be staffed by svrplus RI persommel, An estimate of
the Divisions end staff offices personnel requirements is as follows:
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25X1 Divisions ~| | Total peraonnel computed on the basis that
25X1 [ employees would be needed to staff the
: & Division end that the work load of the
§g§1 other | Divisions is approximately double.
%g))g] Staff Offices -F An average oqu 25X1
offices i,e., 25X1
and stration, :

3, With the establishment of fully staffed Official File
gtationg in the Divisions and staff offices, the reduced
Central Facility would consist of the following functions
along with an estimated mmber of persommel to perform these

functions: ’

25X1 a. | \(Avproxmmtely@mployees) to 25X1
' maintain the central index facility, consisting of: '

(1) An alphabetical index file of personalitles and subject
matter on 5 x 8 inch eards, containing summaries of
Field Reports,

(2) A f£ils of all Field Reports maintained in numerical
sequence by field station.

(3) A complete set of disseminated reports filed mmerieally
’ by dissemination mmber, and cross referenced to Field
Reports, (Note: An administrative regulation should be
established that files may not be removed from this
facility in order that reference material is constantly
available.)

25X1 b, | (Approximately | employees) 25X1
to distritute regulations and notices to ID/P activities.

(Appreximately | |employees) to T 25X1
pick up and deliver mail between staff and division registries
(£11e station).

25X1 4, | (A tely| |employses) to per 25X1
form duties in commection with the administration and control

of cods designations in CIA, including pseudonyms, aliases,
oryptonyms, and special indicators.

25X1

C.
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*“" The reeapitulation of the personnel requirements for the staffing of

records facilities under the proposed reogranization iz as follows:

CRGANTZATION PERSONNEL

Records Staff 25X1
Area Divisions
staff O0ffices

Total Required

As a result of the reorganization, the change in authorized strength
1s ag follows: _

Present Authorlzed Strength 25X1

Recomended
Positions eliminated

The|  positions eliminated is the estimated minimm savings that
would result from the implementation of recommendations contained in this
report, However, such savings sre of secondary importance to the functionsl
responsibilities of Foreign Intelligence, The accessibility of the recorded
experience and inforration collected by I'I is of primary importance. A
greatly improved reference service that will facilitate operations is a task
that must be faced promptly by the administrators of the Foreign Intelllgence
Croup, The recommendations in this report should contribute toward that
improvement,

It must be understood that no function of RI will be discontinued as
of a specific date, Generally, present records accumlatlions must be maine
tained and serviced in accordance with present procedures and methods., New
records accumilations will be arranged and serviced in aceordance with the
newly developed systems. The reassigmment of persomnel, and the install-
ation of new procedures will be gra@ually accomplished and in such a manner
that 1111 not interfere with operations.

Thé qualified persomnel of the Records Management and Distribution
Branch, Genmeral Services Office, will be made available to assist in carry-
ing out any acceptable recommendations,

8-
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SW|TUnTY Imrormanon

'RECORDS MANAGEMENT PROGRAM

SURVEY REPORT
OF THE

RECORDS INTEGRATION STAFF
AND

WESTERN HEMISPHERE DIVISION

PREPARED BY:

Records Management & Distribution Branch
General Services Office
GCentral Intelligence Agency
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